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MEMORANDUM FOR: Records Administration Officer
SUBJIECT : Deatruction of Extra Copies of S Record Documents

1. The purpose of this memorandum is to bring to your stlention
& records mansgement principle of long standing: the destructlon of
extrs copies of record documente when such documents have been processed,
action has been completed, and the documents are ready for permanent
£11ing. This principle, vhen spplied, serves the management of records
by reducing the smount of papers sccumilated and maintained, and eliminstes
tha need for screening files upon rebirement.

2. In view of the fact that all personnel are not records
specialists; that Staffs and Divisions retain snd maintain official
€S files; and thatthere is & rapid turnover of personnel, it is desirable
that the shove principle be reasserted on occasion.

3. It has been RID policy to remove and destroy, when identified,
the second, third, or zmore copies of & record document when such &
document has been reburnaed to RID for filing. It is to be polnted out,
however, that duplicate coples of a record document may be used for filing
in relgted files under cross-referencing procadures. When this ig done
the duplicate copy bhacomes & record copy to the file in vhich deposited;
it does not become or replace the official B record copy of the document.

4, Personnel of the Senior Staffs mnd Aves Divisions not only my,
but are encouraged to destroy duplicabte coples of (3 record documents
vhen such documents are of primary concern to their respective Dask,
vhen it 13 obvious thst such document coples sre in fact dupilcates and
are not needed, and vhen the record copy of the document is slready filed
or 1s to be filed in official files refained and mpintained by the Desk,
RID will remove and destroy extra coples of documents for which RID
maintains the officlal file.

5« If, 1in ihe course of confucting & name check, the requester
recelvas daplicate coples of a document Ifrom RID, this fact should be
brought to the sttention of RID for review snd corrective action.

6, Tt would be apprecisted if the sbove information should be
brought to the sttention of the personnel In your Office. Exiras coples
of this memorandom kre svailable in limited quantities in RID for your
convenience.
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